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Introduction

The Online Hiring Center (OHC) engages hiring department staff, subject matter experts and approval
groups in the recruitment and selection process. The intuitive design of the OHC includes a central
dashboard of pertinent tasks and many other great features. This guide will give you a complete
overview—based on user role—from creating a requisition to approving a newly-hired candidate.

OHCDashboard

After signing into the OHC your dashboard displays. This is a centralized place of items requiring your
attention. Inthe OHC world, these are your assignedtasks, referred candidates and associated
requisitions.

Whenever you need to return back to the dashboard, click Dashboard, from the upper left.

NEOGOV oie Q search O Jason Hanna v

Dashboard  Jobs ~ + O ©
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My Tasks

In the My Tasks section, you can have four types of tasks pending your review:
1. Requisition Approval
2. SME Review
3. Interview Rating

4. Hire Approval

The default view displays all tasks pending your review. Click one of the color-coded tabs toview a
specific task type.

My Tasks viEw ALL> Q
Total
Related To = Date Assigned & Department Division
SME Review (9) Bl Sales Associate (000 04/28/2016 Sales and Marketing State and Large Agency Sales
Approval m Customer Service Re. 04,/28/2016 Operations Customer Success
Appraval m Administrative Assist. 04/29/2016 Operatians Human Resources
Interview (1) GEL)) Administrative Assist..  04/29/2016 Operations Human Resources

Showing 1- 4 of 4 items | ‘ ‘ |
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To view all tasks, including completed ones, click VIEW ALL.

My Tasks viEw aLL» Q

My Candidates

In the My Candidates section, referred lists will display for which you are an assigned hiring manager.

My Candidates a
Req# % Requisition Title - Candidates % Department 5 Division Hiring Manager Created On
00006 Administrative Assistant 38 Operations Human Resources Jason Hanna +1 04/28/2016
00010 Database Administrator 5 Development IT Operations Jason Hanna 09/16/2016

Showing 1- 2 of 2 items | ‘ | ‘

My Requisitions
In the My Requisitions section, four types of requisitions associated with you will display:
e Draft— Requisitions you have created and saved, but haven’t yet submitted.
e InProgress—Requisitions you have submittedand are in progress of being approved.

e Approved — Requisitions you have submitted and have be approved by all groups.
e Open —Requisitions you have submitted and have been opened by HR for recruiting.

The default view displays all draft, in progress and approved requisitions associated with you. Click one
of the color-coded tabs to view a specific requisition type.

My Requisitions view aLL> =

Total

Req # o Requisition Title Department T Livision Hiring Manager Approval Created On 3
00003 Accountant  Operations Finance Jason Hanna (9 Draft 04/28/2016
Q0007 -NET Prog.. Development Production Applications  Jason Hanna + Complete 04/28/2016
Q0008 Customer ...  Operations Customer Success Jason Hanna +1 M oof4 04/30/2016

Showing 1- 3 of 3 items | ‘ | ‘

To view all requisitions, including filled and cancelled ones, click VIEW ALL.
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Create a Requisition

When a hiring department has an open position, they’ll submit a requisition as a request to fill the
vacancy.

Below are two navigation paths to start up the process of creating a requisition. Use the path that feels
most natural to you.

Required OHC role: With the OHC role of Originator or HR Liaison, you can create a requisition.

NavigationPath 1

On the Add New menu [+], click Requisition. This can be done from any page.

NEOGOV [ v Q search @ sesontanna ~
Dashboard  Jobs + & ®
Requisition
My Tasks view aLL> \
Navigation Path 2

On the Jobs menu, click Requisitions.

NEOGOV s v O Jason Hanna v
Dashboard Jobs + @ @
Requisitions
My Job PostNGs  |Ew ALL >

Then click Add.

Requisitions

v

+ Add All
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Stepsto Createa Requisition

1

The first of three requisition form pages will display.

Requisition Details

Requisition # Department/Division *

[Assigned when requisition is saved] Information Technology

Class Spec™ @ Working Title
IT Project Manager (152 Q IT Project Manager
Desired Start Date Hiring Manager *
03/0172018 NGNS C I EIREIN  Find a hiring manager

Job Type List Type

Full Time Regular

Number of Vacancies

1

Position Details

New Position?

® Yes No
Position # * Vacancy Date
000361 03/012018

e
>~

'
»~

<2

Complete the requisition form page.
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3. Haveyou selectedthe correct class spec? There’s a way you can check! From the Class Spec
field, click the selected job title to have a closer look. If you’d prefer printing the class spec,
simply click Print. After your review, click Close.

Create Requisition

lu Xl

Class Spec Details © Print | Close

1. CREATE 2. APPROVALS ]
r Description Benefits

Plan, intiate, and manage information technology (IT) projects.
Requisition Details Lead and guide the work of technical staff. Serve as liaison

between business and technical aspects of projects. Plan project
* required fields are marked with asterisk : - s

stages and assess business implications for each stage. Monitor
progress 10 assure deadlines, standards, and cost targets are met
Requisition # I

N Detailed Work Activities
[Assigned when requisition is saved] ‘

Manage project execution to ensure adherence to budget,

schedule, and scope.
Class Spec* @ \

| « Develop or update project plans for information technology
IT Project Manager (1152) O\ projects including information such as project objectives

" s : iEin et e

4. Once you’'ve completed the form, click Save & Continue to Next Step.
5. The State does not currently use approval workflows. Click Save & Continue to Next Step.

6. Dragany file attachments tothe third requisition form page and click Save & Submit.

Add Attachments

browse

Supported file types are .doc, .docx, .gif, .jpg,
.pdf, .png, .ppt, .pptx, .rtf, .txt m

E Drag and drop your file here, or

Note: If you’re not quite ready to submit the requisition, click Save & Close. The requisition will
display on your dashboard page in the My Requisitions section as a draft.
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Delete a Requisition

Did you make a mistake by creating a requisition thatis not needed? If so, no worries! You can delete
the requisition if it has a status of Draft or InProgress.

Required OHC role: With the OHC role of Originator or HR Liaison, you can delete a requisition.

Stepsto Delete a Requisition

1. Onthe Jobs menu, click Requisitions.

NEOGOV @) sason Hanra ~

Dashboard  Jobs + O ©

Requisitions

My Job PostNGs  |Ew ALL 5

2. Click the requisition to be deleted.

Requisitions

+ Add In Progress v Z Actions v 1] More Q
Division + | PosonCode = | Hiring Manager Approval CreatedOn =
00010 Director of 1 Techn_ 1 Technology 0003920 Jason Hanna ®oor2 10/09/2017
00015 IT Project Manager 1 1T 000361 Jason Hanna @o0oof3 /29,2017

Showing 1- 2 of 2 items

3. Click Delete Reqand click OK to confirm deleting the requisition.

I\ Requisition Detail ) copy (%) Cancel Req i Delete Req
N IT Project Manager (00015)

Requisition Information Approvals History

Requisition Infermation

Requisition Number Division New Position
NOME /A =43

Delete requisition

Are you sure you want 1o delete requisition #00015 - IT Project Manager?




NEOGOV

Cancel a Requisition

For various reasons, you may need to simply cancel a requisition and not continue with the recruitment
process. The OHC provides the option to cancel a requisition, even after it has been approved.

Required OHC role: With the OHC role of Originator or HR Liaison, you can cancel a requisition.

Stepsto Cancel a Requisition

1. Onthe Jobs menu, click Requisitions.

NEOGOV @) sason Hanra ~

Dashboard  Jobs + O ©

Requisitions

My Job PostNGs  |Ew ALL 5

2. Click the requisition to be cancelled.

Requisitions

+ Add In Progress v Z Actions v 1] More Q
Division + | PosonCode = | Hiring Manager Approval CreatedOn =
00010 Director of 1 Techn_ 1 Technology 0003920 Jason Hanna ®oor2 10/09/2017
00015 IT Project Manager 1 1T 000361 Jason Hanna @o0oof3 /29,2017

Showing 1- 2 of 2 items

3. Click CancelReq and click OK to confirm cancelling the requisition.

I\ Requisition Detail ) copy (%) Cancel Req i Delete Req
N IT Project Manager (00015)

Requisition Information Approvals History

Requisition Infermation

Requisition Number Division New Position
NOME /A =43

Cancel requisition

Are you sure you want to cancel requisition #00015 - IT Project Manager?

m Cancel
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Reassign Requisitions

Perhaps you're taking some time away from the office or you’ve been promoted to a new position.
Whatever the circumstance, you can reassign one or more requisitions toanother team member. The

requisition(s) will display in the new owner’s My Tasksection.

Required OHC role and permission: With the OHC role of Originator, HR Liaison or Hiring Manager, and

the Update Owner permission selected (Insight navigation: Admin >
Configuration Settings > Security Roles — OHC), you can reassign one
or multiple requisitions to a different owner within your assigned
department(s)/division(s).

Stepsto Reassign Requisitions

1

2.

On the Jobs menu, click Requisitions.

NEOGOV O Jason Hanna v

Dashboard  Jobs v + O ©
Requisitions

My 0P jew aLL>

Select the requisition(s) requiring reassignment to a different owner. If you’ve selected multiple
requisitions, be sure the current owner is the same for all selections; the OHC allows
reassignments, one owner at a time. On the Actions menu, click Update Owner.

Requisitions

+ Add All v & Actions v ] More Q

Update Owner

Department

00002 Human Resources Jason Hanna
00003 Information Technology « Complete Ruby Grant
00005 Administrative Office v Co Ruby Grant
00006 Information Technology v Complete Ruby Grant

00008 Da dministrato Information Technology T) Draft Jason Hanna

00010 tor of Information Technology Information Technology D 00f2 Jason Harna
10014 Administrative Assistant Administrative Office « Complete Ruby Grant

anme at ssisane O s sreasiie Nffire Comeas, Duibws Ceane

11
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3. Onthe New Owner pulldown, click the new owner’s name.

4. Once you’re done, click Save and then click Yes, Update.

Update Owner

# required fields are marked with asterisk

‘Current Owner(s)

Jason Hanna

New Owner *

Close Save

Simon Davies

<>

12
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Create the Recruiting File

After submitting the requisition, a recruiting file needs to be createdin Insight.

Stepsto Create a Recruiting File
1. Ifyou arenot already in Insight, click on the carrot drop down menu next to OHC in the top
left of your screenand select Insight.

\ EOGOV oHe  QOHC

v

Dashhoard AN  Analytics & Reporting

ON Onboard

. Perform

. Learn

eF  eForms Learn More

s  SalaryStudy

2. Gotoyour My HR page and view the Requisitions section.
NEOGOV |

Insight

My HR Jobs ~ Applicants Tests Lists ~ Reports  ~

3. From the Exam column, click Create Exam (this is not related to the exam the applicant will complete,

this is determining the type of opening, i.e. Open competitive, promotional, etc.).

Requisitions Open

4. The Recruiting File form will display.

13
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* Required

* Department:
Division:

* Class Spec:

* Job Title:

Exam Number:
Vacancies:

* Exam Type:

* Job Type:
Auto-Refer to Hiring Manager:
Job Line:

Print Bulletins:
Mumber of Bulletins:

Comments:

Human Resources v
== Select == v

1001 - Human Resources Analyst
Human Resources Analyst

0002

Open v
Full Time v

Yes '® No

Yes '® No

Yes '® No

Fold-out Yes No

14
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5. Complete the form using the table below.

Field

* Class Spec

* Job Title
Exam Number
Vacancies

* Exam Type

* Job Type

* Department
Division

Auto-Refer to Hiring Manager

Job Line

Print Bulletins

Number of Bulletins

Comments

* Required

What to Enter

Pre-populates withthe class spec specified in the requisition.
Pre-populates with the working job title specified in the requisition.
Pre-populates withthe same number assignedtothe requisition.
Pre-populates withthe same number designatedin the requisition.
Select the exam type from the pulldown. This is a NEOGOV-specific
listing and the selections cannot be modified.

Select the job type from the pulldown.

Pre-populates with the department specified in the requisition.

Please contact your DHR consultant toadd divisions for your agency (only

necessaryif agency uses different workflow groups.)

Leave the default value of No as you will be evaluating candidates
using a series of evaluation steps in upcoming training modules.
Note: If set to Yes, candidates will be immediately referredto the
hiring manager(s) designated on the associatedrequisition.

This field is for tracking purposes only. If your organization uses a job
line (i.e., a telephone audio recording of open jobs) then select
whether or not this job is on the job line.

This field is for tracking purposes only. Select whether or not you're
printing job bulletins.

This field is for tracking purposes only. If you're printing job bulletins
you trackthe number and whether or not they are fold-out.

Enter any additional information about the Recruiting File in this field.

6. Once you're done, click Save.
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